Agenda Item Form Agenda Date: (03/09/04

Districts Affected: N/A
Dept. Head/Contact Information: Juan Sandoval. Tax Assessor Collector (541-4598)

Type of Agenda Item:

[(JResolution [IStaffing Table Changes [JBoard Appointments
[]Tax Installment Agreements [JTax Refunds [(IDonations
[CIRFP/ BID/ Best Value Procurement [C1Budget Transfer [Jltem Placed by Citizen
CApplication for Facility Use [(IBIdg. Permits/Inspection Xintroduction of Ordinance
E}Interlocal Agreements [Contract/Lease Agreement [IGrant Application

Other

Funding Source:
Xl General Fund

[[IGrant (duration of funds: Months)

[JOther Source:

Legal:

[] Legal Review Required Attorney Assigned (please scroll down): None (] Approved [ Denied
Timeline Priority: XHigh COMedium ClLow # of days:

Why is this item necessary:
Positions have been approved for reclassification per Civil Service Commission action of 2/26/04 to

reflect additional duties and accountability.

Explain Costs, including ongoing maintenance and operating expenditures, or Cost Savings:
Additional cost will be absorbed by the overtime cost savings resuiting from the FLSA status change of non-exempt to
exempt for the Tax Collection Supervisor position.

Statutory or Citizen Concerns:
None

Departmental Concerns:
None.
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To: Civil Service Commission
Thru: Terry Bond, Human Resources Director
i James Sienkiewicz, Classification and Compensation Manager ﬁ !
From: Anal. Sanchez, Personnel Analyst Il sy
Date:  February 17, 2004
Subject: Revision of Job Specifications

Human Resources recommends Comir lassification items listed below. See attached

proposed and strike-through ve

GRADE
GS 19
‘GS 22

GS 22
GS 25

Urces found that the
ere written and that
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or Collector,
iderations as well s the increased
al &t this action will' be the basis for the

‘regular agenda for
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Positions:

Its own accord or upon the
Sibilifies of a position from those
2 s«and responsibilities of the paosition
have changed so significantlyth rmer classific “& substantially inaccurate description of
the current duties and responsibilitie ‘theCommission will request the Mayor to direct the Human
Resources Director to place the position in its proper class and grade.

i
request of a departmentt
upon which it was originally el

“A change in compensation applying to all positions of the same class and grade will not affect the
seniority or other rights of those in the Civil Service. The Human Resources Director may at any time
secure from the appointing authority, department heads or employees involved, statements of the
duties and responsibilities of the pasition under review. The appointing authority, department heads
and employees concerned will have an opportunity to be heard before the revised class is approved
and to appeal fo the Cornmission in accordance with Article VI, Section 6.13-4 of the Charter.”

Attachments



AN ORDINANCE AMENDING ORDINANCE 8064 (THE CLASSIFICATION
AND COMPENSATION PLAN) TO REVISE THE CLASS OF
TAX CUSTOMER ACCOUNTS SUPERVISOR
BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF EL PASO:

That Ordinance No. 8064, the Classification and Compensation Plan, shall be
amended as foilows:

As recommended by the Civil Service Commission, the class of Tax Customer
Accounts Supervisor is hereby revised in accordance with the duties and
responsibilities attached hereto. The Code will remain 1340. The Grade shall be GS22.

PASSED AND APPROVED this 23" day of March 2004.

THE CITY OF EL PASO

Joe Wardy
Mayor
ATTEST:
Richarda Duffy Momsen
City Clerk
APPROVED AS TO FORM: APPROVED AS TO CONTENT:
2
e
G>uada|upe Cuellar Terry A.Bond
Deputy City Attorney Human Resources Director

APPROVED BY THE CIVIL
SERVICE COMMISSION:

Date: February 26, 2004

Secretary



1340 GS 1922 |

CITY OF EL PASO - JOB SPECIFICATION
TAX CUSTOMER ACCOUNTS SUPERVISOR

Clerical and Office Branch

General Clerical Group
Tax Supenvisory Series 081/0497 (SAISE)

General Purpose
Strmmary

Under general supervision, oversee tax-revenue related customer contact activities
Poage . - i

Typical Duties

Ordinance 843344-085/85/4809%



CITY OF EL PASQ - JOB SPECIFICATION 1340 GS 18.22

Minimum-Qualifications

experience-or-an-eqtivalent-combination-of-training-and-experience:

Knowledge, Abilities and Skills—

.__Ability to- e
Ibe_puhuc.mgmdmgxate_peaple.tactfuﬂyﬂeai—mtwa

Ordinance 843311-0%/08/897




CITY OF EL PASO - JOB SPECIFICATION 1340 GS 19.22 l

o -Must be bondable. -

«___Must obtain certiﬂcavtion from Texas Board of Tax Professional Examiners within the time limits specified by the
Texas Property Taxation Professional Certification Act. )

~ Human Resaurces Director of Personnet



CITY OF EL PASO - JOB SPECIFICATION 1340 GS 22

Clerical and Office Branch TAX CUSTOMER ACCOUNTS SUPERVISOR

General Clerical Group
Tax Supervisory Series

01/04 (AlS)

General Purpose
Under general supervision, oversee tax-revenue related customer contact activities.

Typical Duties

Implement changes to the tax rolls made by the Central Appraisal District. Invoives: Review operational activities, and
develop and implement procedures. Establish work priorities, determine work distribution, and monitor work progress,
Update information on current and prior years tax rolls by posting changes to add or remove exemptions, compute
penalty and interest on taxpayer accounts, change property values, add or delete accounts, update ownership, and
prorate accounts from exempt to taxable status or vice versa. Review and approve levy refunds and check amounts
against supplemental batches. Assist with distribution of annual tax bills and provide corrected statements. Issue tax
certificates and certified tax statements. Advise subordinates on tax regulations: and departmental policies and
procedures updates. Assist with effective tax rate calculations. Assist in coordination and implementation of yearly
effective tax rate publications. Venfy wire transfers and respond to audit venf catlons Complle and maintain periodic

financial reports.

Respond to unusual or complex inquiries or complaints. lnvolves Investlgate and resolve customer tax account
problems. Provide accurate information regarding administrative pollcres and procedures and property tax code and
laws to staff, city employees, officials, taxing entities and the public. Assist employees in dealing with hostile or
distraught persons. Research and analyze account histories, Negotiate ‘and enforce payments agreements with
delinquent taxpayers. Notify appropriate personnel of web site updates as needed ‘

Supervise assigned subordinate staff. Invoives: Schedule assugn guude and check ‘work. Review operational and
procedural activities. Prioritize and coordinate unit activities. Appraise employee performance. Engage in or arrange for
employee training and development. Enforce personnel rules and regulations, department policies, and work standards
regarding attendance, safety practices and conduct. Counsel, motlvate and maintain_harmony. lnterwew applicants.
Recommend hiring, termination, transfers, dlsc|pl|ne merlt pay or other employee status changes.

Perform related duties as required. Involves Substltute as quallfled for coworkers or lmmedlate“ supervisor during
temporary absences by performing specﬂ' cally delegated functlons to malntam contmmty of operations, as assigned.
Participate in special prolects as asmgned , - r

Knowledge, Abilities and Skills , ;
e Considerable knowledge of customer relatlons and gnevance or conﬂrct’resolutlon techniques.

s Considerable knowledge of Texas property tax code and other appl|cable federal state and local laws, reguiations,
ruies and ordlnanoes ’ . . :

o Good knowledge of bookkeepmg pnnmples methods and practtces
o Good knowledge of account reconciliation and data entry codlng systems.
» Good knowledge of supervnsory techmques

o Ability to establish and maintaln effectlve workmg relatlonshlps with staff, city employees consultants, officials and
the public, including irate people ’

« Ability to accurately and qmckly calculate fgures and amounts such as penalties, interest, proportions and
percentages.

o Ability to analyze research and meintain taxpayer account records using automated accounting methods to comply
with City and Tax Department pol|C|es and statutory requirements, and compile data and prepare reports

o Ability to coordlnate processrng of a high volume of work and meet deadlines.
+ Ability to lmparttallyand firmly exercise delegate supervisory authority and enforce personnel ruies.

« Skill in operation and care of personal computer or network station, and generic business productivity software or
specialized accounting software.

Other Job Characteristics
« Occasional lifting and carrying of light weight objects (up to 25 pounds).

Ordinance
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CITY OF EL PASO - JOB SPECIFICATION 1340

Minimum Qualifications

Education and Experience: Equivalent to a high school diploma or General Education Development (GED), plus five
(5) years of experience of automated financial or tax record-keeping experience inciuding three (3) years in customer

service.
o Must be bondable.

o Must obtain certification from-Texas Board of Tax Professional Examiners W|thm the t
Texas Property Taxation Professional Certification Act. :

mits specified by the

Ordinance



